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To: All Department Heads
From: Michae! J. Hen
: Director of Personqef

Subject: DHR COORDINATION OF WORKFORCE REDUCTION

At its meeting of April 4, 19385, on motion of Supervisor Molina, the Board instructed the
Depantment of Human Resources (DHR) to establish a procedure for department heads
1o coordinate the workforce reduction process through this department, to ensure that
all pcssible measures are taken to locate alternative employment for displaced County
workers within their own depantment, other depantments, or the private sector. We had
creviously developed and were implementing those processes and policies required to %
ctinze all available resources to assist employees impacted by workforce reductions, and
/& are ggain communicating these processes and policies to all potentially affected
Ccunty depantments. These ongoing policies are outlined in Attachment A, and | would
imvite your comments and suggesucns which can be incorporated into the operative
Ccuntvwige process

REQUEST FOR INFORMATION ON POTENTIAL EMPLOYEE IMPACT -

In orger to facilitate the process of coorainating between departments to minimize the

ccientgl employee impact, as well as infermation on available and anticipated vacant
pcsitions. DHR will use this information to miugate the impact of workforce reductions on
employees, with the understanding that not all employees will be able to obtain alternate
employment in the event of large scale layofts. Our memo of March 24 requested vacant
position data; we are now requestng employee impact estimates from each department.

At such ume as your 1995-96 Proposed Bucget recommendations have been finalized by
the Chiet Adminustrative Office. tut no later than June 1, please submit to DHR a listing
cf the estimated numeer of filec pesitions targeted for curtaiiment. We have included a
format for your use in Atachmen: B which will provide the affected ciasses and numbers

of positions,



All Department Heads
April 25, 1985
Page 2

These estimates will be considered preliminary, for rlanning purposes only, and
subject to periodic revision as attrition occurs, the budget situation changes, and
your workforce reduction plan is finalized. We anticipate that the initial estimates
will change as we work with you in carrying-out Board policy to minimize the impact
of workforce reductions and place employees wherever possibie.

EMPLOYMENT EXAMS AND APPOINTMENTS

In order to better coordinate the filing of vacant positions with County employees who are
potentially impacted, it will be necessary for all departments to provide DHR with, and
obtain advance DHR approval of the following Open Competitive (OC) recruitment
acuvities:

- Exam plans, including bulletins, which must be submitted to DHR seven working
cays prior to the anticipated posting of the examination;

- Notice of intent to fill vacant positions with non-County employees from new and
existing certification lists, which must be submitted to DHR seven working days in
advance of the anticipated appointment.

I DHR goes not respond within the seven working days, departments will be free 1o
oroCeed with the above actions.

Ir acaion, DHR must now approve any extensions of Open Competitive eligible lists or
regisiers beyond the period specified in the examination bulletin. The delegated authority
‘cr these approvals under Civil Service Rule 10.06 is withdrawn effective the date of this
Temo

REQUEST FOR SERVICE CONTRACTOR INFORMATION

VVe also need information by June 1. 1995, regarding department-administered service
contracts where impacted County employees could potentially be placed with private
contractors who may be recruting in the future to fill their vacant posttions. This
information will be used to develop a comprehensive program of retraining, job fairs, and
outplacement services to assist impacted County employees. Please provide details of
those contracts which exceed $250,000 on Attachment C.
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In addition, the Board has expressed concem that all new and renewal service contracts -
be reviewed prior tb placement on the Board agenda to determine if they could be cost-
effectively reduced or modified to provide employment opportunities for department
employees who may be displaced through workforce reductions. All future new or
renewal service contracts filed for the Board agenda should contain a statement that the
contract has been reviewed and there is no potential for reduction or modffication to
provide funding to mitigate potential employee impacts of workforce reduction.

SUBMISSION OF REQUIRED INFORMATION

The above requested information on potential employee impacts, requests for approval,
and service contracts should be submitted to the DHR analyst who is assigned your
department by June 1, 1995. See attached list for such assignments.

If you have any questions, please call me directly, or your staff may call the DHR analyst
assigned to your department.

MJH:EB
JS:jh

Tachments

c Each Supervisor
Personnel Officers

rajwitorced dns



2% i Attachment A

PRELIMINARY POLICY FOR DHR COORDINATION OF
WORKFORCE REDUCTION EMPLOYEE ASSISTANCE

Following are the key policy elements cf our process to ensure that all possible measures
are taken to locate giternative employment for impacted County workers. These measures

are intended to be used concurrently to mitigate the impact of actual or anticipated
workforce reductions on empioyees, but it must be recognized that not all employees can
be accommodated in the event of a large-scale workforce reduction. :

A.

Departmental Efforts:

Each department will first be responsibie to ensure that all placement opportunities
within the department are exhausted for each surpius employee prior to workforce
reductions. Employees will be reassigned to vacant positions to avoid reductions
or layoffs with such transfers to be in accordance with applicable Civil Service Rule
and MOU provisions.

Vacancies in Other Departments:

Efforts must be made to place surpius employees in vacant positions in other
County departments. DHR will maintain a listing of vacancies Countywide and will
provide a referral/placement service at the request of deparntments with surpius
employees or vacancies to be filled.

Grant Funded Positions:

vnere feasible, surplus emplovees should be transierred to available grant funded
POSIIONS wrthin the gepanment or N another County department. The DHR listing
cf vacancies will incluge grant funged posmions.

Reduce Contracts to Fund Positions:

Where the depanment has senice contracts for work that can reasonably and cost
eftecuvely be performed by County employees, the contract funding shouid be
reviewed for possible funding of posmions 10 avoid layoffs.

Place Employees with Contractors:

Efforts should be made to place emplioyees with contractors providing services to
the County. DHR will maintain an invertory of major contractors and the type of
employees they hire for reference Dy depantments seeking to place employees.

Place Emplovees with Provigers:

Efforts should be made to ptace employees with firms doing substantial business
with the County, e g., our empioyee health insurance providers. DHR will maintain
a referral resource to identrfy job opportunities which may be available.



-

Reemployment List:

DHR will administer Reempioyment Lists for all laid ©ff or reduced empioyees,
which must be used by departments when making appointments to similar equal
or lower level classes in accordance with Civil Service Rules.

Retraining and Outplacement Services:

DHR in concert with the Department of Community and Senior Citizens Services
will make available job retraining and outplacement services where availabie
through State and Federal funding. This will include job fairs at impacted County
facilities where private sector employees can make offers of employment to County
employees who are being laid off.

Hardships:

DHR will work with each department to establish a process to review, as
necessary, the circumstances of hardship cases invoiving the reassignment of
employees from one geographic area to another resulting directly or indirectly from
reductions or layoffs of other employees, pursuant to Civil Service Rules. There will
be very limited opportunity to accommodate only the most severe hardships.

lalaracn2 a
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- Attachment B

Curtailed Positions Resulting
From 1995-96 Propesed Budget

Depar‘tment_:-

Prepared by:

Phone No.:

(Curtailed positions should only reflect
those which may be occupied when eliminated)

Proqram Area /Faciiity Classification Title item No. No. Positions

21anacn2 b
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DEPARTMENT ADMINISTERED SERVICE CONTRACTS
IN EXCESS OF $250,000

Attachment C

Depariment:

repared by:

Phecne No.:

Tvpe of Service Provided Annual Contract Amt Contract Period

Cont Parson
For Contractor
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DEPARTMENTAL ASSIGNMENTS

MICHAEL J. HENRY, DIRECTOR OF PERSONNEL

BRANCH |
BEVERLY A. CAMPEELL - 974-2631

ASSISTANT DIRECTOR ASSISTANT DIRECTOR
HEALTH AND SOCIAL SERVICES | GENERAL GOVERNMENT PUBLIC SAFETY .

BRANCH It
EDWARD BARRIOS - 974-2501

DEPARTMENTS DEPARTMENTS DEPAHTMENTS
SUSAN TOY STERN - 874-2816 LU TAKEUCHI - 574-1488 JEFFREY SAMSOM - 974-2451
LAURA DDEM - 974-2454 TOM MARVIN - 9748481 DICK ZERN - 974-1328
j Laura Odem 874-2454 Tom Marvin §74-8481 Richard Boswell g874-2514
;{ -DHS Nonneast Cluster -Execuuve Office of Board -Fire Department
i (LAC-USC Meaical Center) of Supervisors
".: -DPSS LACERA Chris Chadwick 974-2507
E -Pubtic Library -Sherif{
I Anne Marrelli 874-2380 | -Public Works
| -DHS Antetope Vatiey Cluster Marian Hall 974-2674

i {Hign Desen)
¢ (Antelope Valley Renap. Center)

i Chuck Navarerte §74-2461

. -DHS San Fernando Valley Ciuster
(Olive View)

+ -OHS Southwest Cluster
IMLX/Drew Megical Center:

" Eiko Yano §74-8B4D4
-==E Pubuc Heann Programs
lAids Programs. Alconol & Drug,
CCS. Prcoauon mealtn)
-=eatih Services Agrmunustrator
+ -Mer1al Heann

Ariene Ramirez

-OrFS Coastal Cluster
(Harcor-UCLA, Rancho
Los Amigos)

§74-2216

i Jean Jorge-Uyenara 974-2423
| -Crularen ang Famity Senices

| Kathy Malaske-Samu 9762440
' -Countywige Child Care Program

e ]I Kristina Balian §74-2449
f -County Digest
| Debbie Clark-Jenkins 974-2429

Il -Job intormauon Hounes

1
f

Nancy Eiser §74-2637
-Anmmal Control
-Consumer Affarrs
-Regional Planning
Cyntnia Lombarg 974-2539
-ASSessor

-Auc:tor Centroller
-Treasurer-Tax Collector

Marcia Kearney  S74-2611

-Chiet Agmurustrauve Office

-Community Deveicpment
commussion

-Oes: of intema! Services

-Museum of An

-Museum of Natural History

Pa1 Gritfin
-Afhrrmauve Acuon
-Beacnes anc marcors
-Parxs & Recreauon

S$74-2838

Arn Chapman §974-2683
-Community & Senior
Cizens

-Human Relatons
Cemrmussion

-Milnary & Veteran Affarrs

-Regisrar-Recoroer

-Alternate Public Defenger
-Public Defenger

Steve HIll §74-2519
-County Counse!
Steve Masterson 974-2788

-Depanment of Coroner

Janet Murphy §74-2580
-Agr. Commussioner
-Ombugsman

Koke Resler 9742675

-Supenor/Muni Couns

874-2510

Ray Sherman

-Distnct Anomey

Deitra Simon 974-2512
-Probation

Harriet Lance §74-1252

-Empioyee Benefits






